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SECRETARY TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses a responsi bl e cl erical position, the primry
duty of whichis assistingthe Fire Chief by providing adm ni strative
support and perform ng clerical duties and office functions. The
Secretary to the Fire Chi ef mai ntai ns schedul ed appoi nt ments, prepares
correspondence, and acts as the receptionist for the Fire Chief. The
enpl oyee of this class recei ves and processes records and reports,
pr epar es payroll records, and makes cal cul ati ons necessary to conput e
payroll. The Secretary to the Fire Chief perforns routine duties
i ndependent |y, reportingto and havi ng work revi ewed by t he Fi re Chi ef.

EXAMPLES OF WORK

Exanples listed belowareillustrative only. They are not intendedto
include all duties which may be assigned, neither are they intendedto
exclude other duties which may be | ogical assignnents to this class.

Assists the Fire Chief by preparingrepliestoroutine correspondence
or requests foll owi ng departmnmental procedures onowninitiativeor as
requi red to handl e probl ens as assi gned by the Fire Chief. Conposes
busi ness |l etters and conpletes fornms, nenos, statenents, forma

reports, or any other docunents as assigned by the Fire Chief.
Schedul es appointnments for the Fire Chief, including keeping
records of schedules and notifying the chief of schedul ed
events. Recei ves, reviews, and processes assigned records,
reports, interdepartnental correspondence, and other materials
in accordance with departnental procedures. Acts as
receptionist to visitors to the Fire Chief’s office, including
answering tel ephone and placing calls, and handling routine
guestions and requests.

Opens and sorts incomng nmail for the department which includes

distributing mail to the proper person or office. Processes
out going mai |l and i nterdepartnental correspondence i n accordance
with departnent procedures. Files correspondence, forns,

records, or reports alphabetically, or by subject nmatter.
Di sposes of obsolete files and records in accordance with
established retirement schedules or | egal requi rements.
Mai ntains a roster of departnment personnel including nanes,
addr esses, tel ephone nunmbers, and other pertinent information.
Conpl et es personnel action forms required to report personne
actions to the civil service board.

Assists in the preparation of the total departmental operating
budget . Makes cal cul ati ons necessary to conpute payroll and
prepares payroll records including changes such as raises,
dependent status, new additions, substitute appoi ntnent pay, and
ot her rel ated changes. Receives conplaints fromenpl oyees about
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pay and works with payroll section regarding errors, changes, or

other matters related to payroll. | ssues paynents from petty
cash. Accounts for noney and assets of the departnent as
assi gned.

Operates a conmputer termnal in order to enter, copy, or renove
information fromfiles. Locates and retrieves information or
docunments from hard copy files and the conputer database.
Operates a facsimle machine, copying machine, calculator or
mat hemat i cal conputer software. Enters routine information in
departnmental records. Conpl etes nonthly reports, records, or
fornms required or assigned by the Fire Chief. Proofreads typed
mat eri al and corrects errors. Conpiles and organi zes data and
writes reports.

Perforns any related duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents |listed bel ow nust

be met by the filing deadline for application for admi ssion to
the test.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States and pass civil service exam with a score of 75% or
greater.

After offer of enploynent, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must have a high school diplom issued froma state departnent
of education or a valid certificate of equival ency issued from
a state departnent of education and furnish with application, or
furnish a copy of a college/university transcript froma state
accredited coll ege or university.

Must possess a valid driver’s license.

Prior to beginning work in this class, nust obtain a valid
Loui si ana driver’s |icense.

Must not be |l ess than 21 years of age.
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